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Welcome to the BEACON SAP TM310 – Leave 

Administration training.
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There are four pre-requisites that you must take before 

attending this class. Attending these pre-requisites ensures 

that you are prepared to learn the new processes, concepts, 

terms, and data entry skills that are covered in this course.
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As noted in the pre-requisites this class is preceded by the 

web based course TM210 – Introduction to Leave 

Administration.
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The course introduction is an opportunity to get to know the 

others who are attending this class as well as agree on 

classroom courtesy. The instructor will inform you about the 

facilities and when the breaks will occur.

Please make sure you receive the credit you deserve for 

attending this class by signing the attendance sheet.
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The Leave Administration student guide provides a copy of 

the PowerPoint slides used during the classroom training. 

You will observe that space is provided for you to write notes. 

You can use the guide as a reference when you return to the 

workplace. For example you can used the exercises for 

practicing in the SAP Training Environment.



Notes

V5_071408

TM310 – Leave Administration

Page 6

Simulations let you practice using SAP in a clearly defined 

and safe environment.  Each simulation has instructions to 

guide you through the task.  Simulations are available only 

for select transactions.
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To access BEACON on line help:

• http://help.mybeacon.nc.gov/beaconhelp/
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This course, as is true with all of the HR courses, is not 

designed for your specific Division or Agency procedures and 

policies. The training does not include all of the scenarios you 

encounter in your current job role. Instead, the courses in the 

Time Management curriculum are designed with two purposes 

in mind:

• To give you the basic knowledge and skills you need in 

order to perform your tasks in the SAP application as well 

as to perform any related business processes.

• To demonstrate how you can further develop your skills 

by using the classroom materials, Work Instructions, 

Online Help and practice sessions to continue your SAP 

education after training is completed.

As you can see, you play an active role in your training 

development. The BEACON SAP HR/Payroll training is 

designed to ensure that you have the information you need in 

order to perform your duties and responsibilities.
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The Parking Lot will be used to record any concerns, 

expectations, and questions that cannot be answered during 

the class.  If needed, your instructors will follow up with 

answers to questions that could not be answered in class. 

When you think of a concern, ask the instructor.  If the 

instructor /navigator cannot answer the question, it will be 

forwarded to the BEACON Training office.  The Training 

Solutions Center will contact the subject matter experts to 

determine an answer and will notify the instructor of the 

answer. 

The instructor will share the answer if it is received before the 

end of class. If an expectation or concern cannot be addressed 

in class, the instructor will place it on a parking lot, research it, 

and provide the class with a response at a later date.
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This course is designed to provide you with knowledge and 

skills necessary to perform Leave Administration in SAP.
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.



Notes

V5_071408

TM310 – Leave Administration

Page 13



Notes

V5_071408

TM310 – Leave Administration

Page 14

Quota – A balance reflecting an employees entitlement for 

Leave.

Quota Type – 2 digit code in SAP that indicates the type of 

quota. eg., sick (15), holiday comp time (22).

Cross Application Time Sheet (CATS) – Acronym in SAP 

for the Cross Application Time Sheet 

Attendance/Absence Type (A/A Type) – A code that 

reflects the nature of an employees absence, or attendance.  

Absence codes are for time off – sick, vacation, bonus, etc.   

Attendance codes reflect time worked  - regular work, 

additional hours, make up time, etc.   

Positive Time or Negative Time – Describes the 

requirement to enter all time worked and leave taken, or to 

record exceptions only. 

Time Evaluation – Nightly Time Evaluation run applies time 

rules and readies approved time for use for Payroll 

processing.
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Specific descriptions follow on the next pages.

Holiday Leave is the holiday that is due in the next 60 days, for 

positive time employees.  A holiday absence will reduce the 

amount in the Holiday Leave Quota.  Negative Time employees 

will not see an increase in their Holiday Quota in advance of a 

holiday.

Holiday Comp is earned when an employee works on a holiday. 
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All absences recorded as ‘9000  - Approved Leave’ will be 

subject to this Leave Hierarchy.  The Leave Hierarchy reflects 

the order in which leave balances will be relieved when Time 

Evaluation encounters an entry for an Approved Absence. At 

the point of entry, the quotas are checked in succession until 

enough quota is found to cover the recorded absence. The 

system will only return a message ‘no quota available’ if it has 

checked each bucket and not found a balance to cover the 

absence. 

The quotas will be automatically relieved in this order.   

1) Holiday Comp

2) OT Comp

3) On-Call Comp

4) Travel Time Comp

5) Vacation

6) Bonus

7) Advanced Leave 

For more information about OSP Leave policies, please refer 

to the OSP website:  

http://www.osp.state.nc.us/manuals/manualindex.htm
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The Sick Leave Hierarchy represents the order in which the 

system will relieve quotas when an entry of 9200 is recorded.  

Like the Approved Leave Hierarchy, the quotas are checked 

at the point of entry, and the quotas are relieved when Time 

Evaluation is run.
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It is important to recognize the distinction between actual and 

exception pay. 

Actual pay – Employee only receives pay for time reported. If 

no time is reported then no pay is received.

Exception pay – Employee receives full pay unless Leave 

Without Pay are reported.

Positive time reporting – Applies to all employees subject to 

Fair Labor Standards Act (FLSA)

Negative time reporting – Applies to all employees that are 

exempt from FLSA
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For more information about the OSP Leave Offsetting policy 

please consult the Leave policies: 

http://www.osp.state.nc.us/manuals/manualindex.htm
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Quotas with established limits will be offset:

Entries made for Leave in excess of the minimum required 

work hours will automatically be restored to the employee’s 

leave quota.   

Leave restoration will be first taken, first restored.  If a monthly 

employee takes Approved Leave in Week 1, and then a day of 

Sick Leave in Week 2, and then works an additional 8 hours in 

Week 4, the Approved Leave in Week 1 will be the first to be 

restored. 

NOTE: Leave Offsetting is done within an OT period. For 

normal, 40-hour, subject personnel, Leave Offsetting will be 

done within the 7 day OT period. For 28 day employees, the 

entire 28 day period is subject to offsetting.
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Scenarios:

For Positive Time Employees

Will see holiday leave appear in their quotas 30 days prior to 

the holiday

May take the holiday from that date forward, not to exceed 30 

days after the holiday

May observe the holiday on the day it naturally occurs. This 60 

day holiday period is designed to provide flexibility for agencies 

with 24x7 operations.

• If the holiday falls on a regularly scheduled work day, 

and the employee is off, the employee should record 

9300, Holiday Leave. 

• If the employee works on the Holiday, the employee will 

record work hours, will receive equal time off, up to 8 

hours, and the relevant holiday premium pay.  The 

Holiday Leave (9300) will be converted to Holiday 

Comp Time and placed in the appropriate Leave quota. 

• If the holiday falls on a non-scheduled work day, the 

employee may record their holiday leave (9300) on 

another day, an absence they should arrange with their 

supervisor. 



Notes

V5_071408

TM310 – Leave Administration

Page 22

Scenarios Continued:

For Non-FLSA Subject employees who record exceptions 

only:

1. The only exception for these employees is if they 

WORK on the holiday. Otherwise, it will be assumed 

that they had the benefit of the holiday.

2. Some agencies allow the employees who normally 

work 4x10 to revert to a 5x8 schedule in the week of a 

holiday. This will not require a change to the employees 

work schedule.
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Accrual date depends on the number of work days, as derived 

from the employee’s work schedule.

• For example: 

An employee works 5 days a week. 

There are 21 work days for this employee, on this 

work schedule, in the current month. 

The employee would accrue his leave when time is 

entered and approved through the 11th workday of 

the month *.

Employees with intermittent LWOP could conceivably accrue 

on the last day of the month. 

Any entry that puts the employee in pay status for that day will 

count as a ‘day’ towards accruing in that period.

* Only time entries that place the employee in a pay status are 

counted toward achievement of 50%. Any entry for Leave 

without pay (LWOP – A/A type 9400) will delay the accrual of 

leave until the employee meets 50% of the period in a pay 

status.  
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NOTE: It is within the agencies discretion to permit a Leave 

Administrator to adjust the validity date. This would be 

unusual, but can be done.  It is not standard practice.
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Advanced Leave is subject to the limits in the OSP Policy 

manual.
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Adverse Weather

• Absence due to adverse weather is entered using the 

Adverse Weather A/A type – 9545.

• During Time Evaluation this A/A type will cause the 

creation of an adverse weather liability.

• During subsequent Time Evaluation the system will check 

for the Adverse Weather Make-up A/A type – 9512 for 

additional hours worked, as well as regular hours worked in 

excess of the required minimum hours.

• The adverse weather liability will be reduced accordingly 

when either is present.
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The Quota Overview (PT50) transaction has several key tabs:

• Selection dates – tab allows user to choose the period of 
time they wish to view 

• Absence quotas – tab shows quota types and their 
balances (shown above)

• Accrual information – tabs shows accrual information

• Attendance quota tab – not in use

On the Absence quotas  tab there are several columns 
showing key values:

• Entitlement – quota employee is due during displayed 
period

• Remaining – quota left for use by employee

On the Accrual Information tab:

• Generated – calculated by the system and ready to be 
moved into employees quotas during next Time 
Evaluation

• Transferred – moved into employee’s quota and 
available for use
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Work Instruction: Quota Overview – PT50
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The list above is a partial list of Quotas. A complete list may be 

viewed in SAP.

* The TM340 - Voluntary Shared Leave Web-based training 

course is available.  Contact your Agency Training Agent to 

enroll you in this course.
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Leave Administrators have the following options to choose that 

are allowed by the system:

• Increase

• Reduce

• Replace (do not use!)

The Leave Admin must also choose a transfer option –

ALWAYS choose transfer immediately.

Transfer Immediately means that it will transfer with the next 

run of Time Evaluation.  

Quota balance will reflect the change once Time Evaluation 

has been run.
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Leave Administrators will not typically be looking at Time 

Evaluation Error Messages but they do have access to a 

transaction to do so. 

If a Time Administrator makes a correction in the timesheet to 

show the holiday as taken, it will result in a retro calculation 

that will eliminate the message. 

The only time action that will be required by the Leave 

Administrator is if the employee did not have the benefit of 

the Holiday. The Leave Administrator must reduce the 

Holiday quota by 8 hours for a holiday not taken and increase 

the Holiday Comp Quota by the same 8 hours. 
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Work Instruction: Advanced Leave – PA61

NOTE: The creation of the absence quota doesn’t create a 

liability.  The absences recorded for the employee that use the 

Advanced Leave will create a liability from the Employee to the 

State. 
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NOTE: Normally, time balances should be adjusted through 

corrections to CATS entries if possible.  At go-live, some 

quotas may need manual correction if the employee took leave 

between the date the file was submitted and the start date in 

the new system. 

Work Instruction: Quota Adjustment PA61
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24 hours accrued annually

Must be used between January 1st and December 31st within 

the calendar year

May be used in any increment (down to one hour)
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Work instruction: Quota Adjustments– PA61
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As with the other topics in this lesson, the Voluntary Shared 

Leave process is administered with Quota Adjustments.

* The TM340 - Voluntary Shared Leave Web-based training 

course is available.  Contact your Agency Training Agent to 

enroll you in this course.
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A leave administrator will process leave donations within their 

agency.  

Donations are usually Vacation Leave. If the Recipient is 

related to the Donor, the Donor may elect to donate Sick 

Leave.

For clarification on who may donate to whom and the limits on 

the amount of leave that may be donated, refer to the OSP 

Policy Manual online at the following URL: 

http://www.osp.state.nc.us/manuals/dropmenu.html

Detailed work instructions are available on the BEACON 

Online Help site for the VSL process.
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See the State VSL policy.
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FMLA is the Family Medical Leave Act.
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There are two FMLA profiles:

• FMLA Maintainer

• FMLA Administrator

There is a security role – FMLA Event Maintainer – that may 

create FMLA Events.  

All Leave Administrators may apply absences, but not all may 

create events.

Approved Leave, Sick Leave and LWOP absences may be 

applied to an FMLA event.

Paid or unpaid absences may be applied. Pay status is 

irrelevant. 

Donated Leave under Voluntary Shared Leave (VSL) does not 

affect FMLA.  Absences are recorded as Sick Leave and 

applied to the FMLA event, same as other absences. 
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Use the PTFMLA Simulation to demonstrate the creation of a 

PTFMLA event.

Simulations are available for key transactions. Simulations may 

be used as a practice tool or as a refresher as needed.
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Work instruction: Processing PTFMLA Event - PTFMLA
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Changing the end date held in the PTFMLA To field will end 

(delimit) the event. 
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CATS_DA will not display changes to the data that resulted 

from Time Evaluation.  

Time Evaluation will offset leave taken in a week where the 

employee has exceeded their minimum expected work hours. 

Leave that has been offset will show on the employee’s Time 

Statement.
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Work instruction: Display Working Times – CATS_DA

Items to demonstrate: 

1. Display data

2. Subtotal Data

3. Change columns to display 

4. Filter for a single A/A type
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The Time Statement is a summary of the employee’s time in a 
given pay period, after Time Evaluation.

The Time Statement shows:

• Overtime

• Premium Pay

• Leave Accrued

• Leave Taken

• Leave Offset

The Time Statement is not a pay slip. It is a summary of time 
data for an employee as determined in Time Evaluation. It 
does not reflect compensation. 

Payroll uses the data from Time Evaluation to generate 
paychecks.  
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Time statements may be printed individually or via a batch 

process by the Time Administrator.

Use Time Statement form ZTS0.

Time Statement can show:

• Leave that was Accrued

• Leave that was Offset

• Liabilities that were recovered

• Donations that were applied

• 9901s (Aging comp time balances)

• Position Settings

The Time Statement is the first place to go when an employee 

identifies a potential error.
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The SAP transactions listed in the chart above are useful for 

troubleshooting quota concerns.
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Work instructions: Display Working Times – CATS_DA and 

Time Statement – ZNCTIME
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Work instructions: Quota Overview – PT50 and Display Time 

Data – PA61

Errors in Service Dates should be referred to the HR Master 

Data Maintainer for research or correction.
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Level 1 Evaluations

The Level 1 evaluation classes is accessed as shown above 

(Learner Home Page > Learn > Learning Activity 

Evaluations).

Ask your instructor if you have any difficulty accessing the 

course evaluation.
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Continue to monitor updates on the BEACON University 

website for information regarding any future training that you 

are scheduled to attend.

Keep your training materials close by as a ready reference.

Want to practice what you have learned from your desk?

• Follow the link provided above to access the training 

client on the BEACON website. The training client is 

number 899.  Your current NCID user name and 

password are used to access the practice 

environment.

Need transactional assistance after go live? 

• Remember to access BEACON help when you need 

assistance in completing transactions. As stated 

above, the work instructions can be accessed either 

on line or by clicking on BEACON help from within an 

SAP transaction.

TM310 – Leave Administration
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Type:

D - Demo

E - Exercise

W - Walkthrough


